PERforM: Printing the Paper Copy of the Planning Document

Printing the Paper Copy of the Planning Document

These are the steps to print a Performance Plan for the employee to review and sign.

1. Select an employee to work with.

Home Page > Select Employee - Performance Objectives

Employee List - Paformance Objectives How to Add or Copy Objectives

You are respansibie jor supervising and appraising the following employess. (Click an any calumn heading to sort data by that column in ascending
order,) Click on an emplaoyee 5 name fa develop/update performance objectives.
(2) total employees

LEVY@FELLY AT 000493 'I'R.AINNG TECHII PER3S-STAFF
2CROGGING , CYITHIA 000453 TEATNING TECH I PER3Z-STAFF Tes

2. Select an appraisal type to work with.

Welcome - ALLAN FORBLS (BDS\Perform BDE) yrour role(s): Admin Reviewer Eater

Online Help

Home Page = Select Emplovee - Pedformance Objectives * Develop/Update Performance Objectives

Employee Pearformance Objectives

Employee Information Create Mew Appraisal
Employes Name LEVY | KELLY ANN COrgarzation DPERZ-STAFF
Job Title TEATNING TECH IIT Suparvisar Tes

Sglect Type | Annual v | [__Show Performance Objectives |

Annual
Probalionary
Special

3. Click the ‘Show Performance Objectives’ button to execute selection.

‘ Select Type [ Show Perfarmance Objectives H]
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PERforM: Printing the Paper Copy of the Planning Document

4. Click the ‘Performance Plan Print Preview’ button.

Productivity, Excellence énd Results for Missouri

Monday, April 30, 2007 3:09:24 PM

Reports

Home Page = Zelect Employee - Performance Objectives = Develop/Tpdate Performance Objectives

Employee Performance Objectives - Annual

Employee Information Create New Appraisal
Ewployes Name LEVY , KELLY ANN Organization PERE-STAFF
Job Title TEATNING TECH ITT Supervisar Tes

Select Type HAnnuaI V| [ Show Performance Dbjectives ] ‘
All Awal Performance Objectives have been reviewed with your employee and all the necessary signatures have been obtamed on a O Yes ®No
Performance Plan document. Is this correct?

Perfarmance Ohjectives Summary Collapse Component Details  Expand Component Dietails

o (Enowledge of Worl) has (1) ebijective(s)

o (Quality of Work) has (2) objective(s)

& (Situational Responsiveness) has (1) objective(s)

(Itiative) has (1) objective(s)

(Dependability) has (1) objective(s)

(Petformance Planning and Documentation) has {1} objective(s)
(Leadership Slkills) has (1) objective(s)

(MManagement Skills) has (13 objective(s)

(%) total ohfectives [De\ete Selected Objectives I [Add ObJBCtIVBS] [Copy Objectlves] Prormance Plan Print Preview ]

M Select All Objective Description Component Name

Continued on the next page.
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5. Once selected, the printer-friendly version of the document is displayed

THE MISSOURI STATE
EMPLOYEE PLANNING AND
APPRAISAL SYSTEM

Peaformnance Plan - Annual

Fmplovee's Performance Plan Details === Back To Performance Ohjectives

Click. to print

Emplayes Name

Supervisar Name

LEVY , KFLLY ANN
FCEEIS , ALLAN I

Job Title TRATNTNG TECH I
Agency OFFICE ADMINISTRATION-OPER
Org PERS-STAFF
CIVE Description UCP MERIT SYSTEM CLASSIFIED
Farcentage Fulltimes 1.0
Monihs af Service 162.0
Appraisal Tvpe Anrual
Rating Period 17172007 - 6/30/2007
Appraisal Siatus -
Chverall Rating -
Appraisal Date -
Appraisal Feriad
1 2 3 456 7 89 10

Performance Ohjectives:

1. Learn the Management Training Rule and how each program we provide corresponds to the Rule.

2. Review all materials for each training program you conduct at least two days prior to the session and discuss any

questions or concerns with your co-trainers and supervisor.
3. Research topics pertaining to all training programs assigned to you to enhance your understanding of the program’s
content, keep up-to-date with the latest trends; and improve the program’s effectiveness.
1 2 3 456 7 89 10
Performance Objectives: J
Condensed Screen Print e

PERFORMANCE APPRAISAL DISCUSSION

At the beginning of each appraizal period established by SIGHATURE OF RATER DATE
the agencyirater, the employee and rater will mest to
rewviewy and discuss the employee's overall performance for

each component listed onthis document. The signature of SIGNATURE OF REVIEWER
the employee, rater and reviewer affirms that this

DATE

dizcussion took place and that the employee received a

copy of hizher appraizal document.

SIGHATURE OF EMFLOVEE DATE

Click the “Print” icon near the Missouri State Seal in the top right corner of the document.
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The print button on the browsers tool bar and Ctrl-P functionality does work but if you
use these methods the Application Navigation bar and the “Print” button will display on
your printed form. This line is stripped from the hard copy if you use the “Print” button
provided for you.

A printer dialog box will appear and the user clicks print to send it to the desired printer.

& Print
General | Optionz Q_.;
Select Printer In=2
[2) add Printer £, I52E15 - Lexm
L2, I52B01C - Lexmark C750 on oaprinkloa.state. mo.us L2 I5Z615 - Lexm -
L 1152615 - Lexmark Optra TE30 on oaprinkl 2L I52B15 - Lexm =
3 | 3 | |
Statuz;  Unable to connect [ Print ta file =
Laocatian: s
s Find Printer...
Page Aange kte
®al Mumber of copies;
Selection Current Fage
() Pages; 1 Collate E E
Enter either a single page number ar a single Iﬁl —
page range. For example, 512
[ Frint [ Cancel ] Apply
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